
This is a brief introduction for the use of the Citizen Access portal.  These instructions will be updated as we 

receive feedback from users and when we add functionality to the portal. 

First select category of information you wish to search.  Rochester residential rental housing information is 

found in the license category.   

 

A general search screen should pop up (see next page for illustration).   

When searching in the general search screen the calendar function controls the search and limits 

results to those applications originally entered in the system within the date range specified.  To 

override this function you can blank out the start date and the search will include all (digital) records 

to date.   You can also use the drop down menu to switch to a more specific search type which will 

not include the calendar limitation.    If you are searching by address it is best to select the “search by 

address” screen rather than use the address search on the general search screen.   

This system includes building permit records converted from our old software, dating back to 1994.  

The address fields and permit numbering differ slightly between the two software programs and may 

affect the results of your search. 

 

 

Click in one of these areas depending 

on the information you seek.  Building 

contains all construction permits for 

the city and Olmsted County’s 

jurisdictions. 



 
   

To be sure that your search returns building permits issued on the old software (before November 

1st, 2007) enter only the building number and street name and pick from the resulting list of options.  

Entering a street type will limit results to applications processed after November 1, 2007.  This 

approach is also useful for searching rental housing licenses. 

 

 

 

 

 

Drop downs to change 

search type. 

Calendar date range 

(default is two years) 

 

 

Entering 201 for building 

number and 9 for street name 

returns all 201 9th Streets or 

Avenues in all covered 

jurisdictions.  Then click on the 

one you want.  

 



 

 

 

201 SW 9 AV, Rochester, MN 55902 

Selecting 201 SW 9 AV, Rochester 

returns two permits issued in 1998.  

Click on the permit number and a 

permit detail screen should pop up. 

The maximum number of items 

possible for any search is 100.  In 

this example a search for all new 

residential buildings in Rochester 

from 04/15/2007 to 04/14/2009 

can only return the most recent 

100 applications although there 

are many more in the system.  

More information is required to 

narrow the search and assure all 

desired information is obtained. 



 

 

Contractor 

information 

These arrows indicate that 

more information is available.  

Click to reveal. 

Click here to expand further 



 

 

While the building module was used for these examples, the other modules are very similar.   

For assistance with information for City of Rochester building permits or rental housing registrations 

call (507) 328-2600 during normal business hours.  For Rochester-Olmsted Planning items call (507) 

328-7105. 

General comments regarding use of this module are welcome and should be submitted to 

bldgsftymail@rochestermn.gov.   

 

Check marks indicate tasks that 

are completed and the hour glass 

indicates the current status of the 

permit. 

Attachments would be listed here 

that may be able to be opened 

and viewed or printed.  

Other permits related to this 

project can be accessed by 

clicking on the permit number. 
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